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PREP Ae 


This manual is intended to serve as a guide to 
persons who have been assigned the responsibility 
of developing and maintaining an accident 
prevention program. If may also serve as a 
standard with which to compare any existing 
programs. Planning for Safety Ceals primarily with 
basic factors such as policy, organization, inspec- 
tions, and statistics. The following pamphlets, 
available from Labour Canada, are recom- 
mended to you for further information on 
occupational safety and health programs: 


- Accident Investigation and Reporting 


=- Safety Audit Guide (Evaluate your safety and 
health program) 


- Establishment and Operation of Safety and 
Health Committees 


For some readers Planning for Safety will contain 
“glimpses of the obvious”; these have been 
included because they are fundamental to a good 
safety and health program and their importance 


is offen overlooked in the development of such a 
program. 


The factors dealt with are those that experience 
has proved to be the most effective in the develop- 
ment of a sound accident prevention program. 
They apply to most enterprises because they are 
designed for the usual line and staff organization 
common to Canadian industry. 


They usually work well because they are capable 
of close integration with the other line and staff 
functions. There is no suggestion, however, that the 
system described is the only system capable of 
producing a good result. 


Part IV of fhe Canada Labour Code and the 
regulations issued pursuant to Part IV provide the 
minimum requirements to ensure the protection of 
employees in federal works, undertakings and 
businesses. Enquiries concerning Part IV should be 
directed to the nearest Labour Canada regional 
office. (See end of Section 7) 


mune wih Oe a | 
ve al 


7 
ee va i 4 i AAT ‘ ’ - ine Oy Ci A bay ou 


rib; ; 7. 7 
fe i , By: ; 
? * if 
1 
‘ 4 
7 ~— na 7 ' 
. oe Ln ' 7 
se Tee , N . = "4 Pasty by 
" be { J Fai bi ° i 
: i ne 7 Te 4! es is “11 7 
~ ee vi oa are my Ai 
— ; - r 7 
. ay sie 7 ea af Ny 
oh i - i 
“i } j | Mi : = ie 
: a hike no a 
‘ n hal 
4 f 4 
1 U i 
| Pin wt 
) } ae 7 ; 
hel oa; 1 Seo i ay a - 
a pice ne ae ET 9) (| 


W iviep ay : ny "i AS tf Couey we 
Fale e ' 4 4 a? ' sj Ph vat A: af pf ‘ee 


@ ih Fh a cigs 


i i Ab 


a. tien ‘aa 
if ay, iM a Wi 


“ry<) ® ? i , 
Ares Ue edi Gow Wet vt a 


ofthtey ai af OD), 
RSW hee 


ir © hee wie 


We, SUA Licey A, Wits, i 
‘ylgy We 


¥ 


Troe Ve witiws i i alin e, homeiiyh ee 


‘eet one vit i ria) A Se itp ee a wathis ahah pay oa 1 i 
a4 — aay '¢ ‘/ ote vee. Pv: y i ees - 
uy Pach i sib ey Cae Uo L agro: ne ,) Tee Qa yPAiies a | 

Verh 


Viuge mill 
4) th me PE oat aR ea ae ao a _ ; 


Sm aae > Qa, 


SECTION 


INTRODUCTION 

THE SAFETY OFFICER 
THE SAFETY AND HEALTH 
COMMITTEE 

ACCIDENT CAUSES 
INVESTIGATION OF 
ACCIDENTS 

STATISTICS 


EDUCATION AND TRAINING 


Digitized by the Internet Archive 
in 2023 with funding from 
University of Toronto 


https://archive.org/details/31/6111/668483 


SECO es 


INTRODUCTION 
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- EXECUTION 


Employment accidents affect both the lives of the 
employees and the prosperity of the enterprise. 
Further, by causing stoppages of work which mean 
financial expenditures and lost output, they harm 
the economy of the country. 


Where safety and health are concerned all 
employees are their own and their co-workers’ 
keepers. All, from the head of an enterprise to the 
most junior employee, share responsibility for the 
prevention of occupational accidents and work- 
induced illness. Whatever one has to say about the 
responsibility for accident prevention, there is no 
excuse for “passing the buck’: co-operation 
remains the key to a sound safety program. 


The prevention of employment accidents and 
illnesses requires an organized continuing activity 
initiated, directed, and operated by the employer 
and having the complete and enthusiastic support 
of the employees. 


Active measures to prevent accidents and work- 
induced illnesses are a form of “enlightened self- 
interest” that pays dividends to the employer as 
well as to the employee. 


To prevent employment accidents and illnesses in 
today’s complex industrial enterprises requires not 
only common sense but also the rigorous applica- 
tion of several technical, scientific, psychological, 
social and educational techniques. 


Legislation cannot be a complete guide to what 
should be done; it cannot cover every contingen- 
cy. It can at best only prescribe a standard of 
safety which is reasonably practicable for most 
enterprises. If makes a requirement only of those 
precautions that can be specified in legal form 
and that can be enforced. 


In-plant accident prevention today appears to be 
heading toward more and more specialization 
and, therefore, drifting away from the prime ideal 
that safety is everybody's business. Accident 
prevention not only involves technical aspects of 
the work environment but is also affected by 
individual attitudes and actions of every manager, 
supervisor and employee. An accident seldom has 
a single specific cause. It more commonly has a 
series of separate but related causes resulting from 
such things as conditions of work, incorrect orders 
being given, lack of training or technical 
knowledge, the physical or psychological 
conditions of the employee, or even atmospheric 
conditions. 


POLICY 


In today’s complex industrial society, a high level 
of occupational safety and health can be 
achieved only by an active, purposeful safety and 
health program. Just as in any other phase of 
industrial activity, the work has fo be systematically 
planned and developed to keep it constantly alive 
and integrated in the daily work activity. Whatever 
the size of the enterprise, certain basic elements 
must be present in every program if success is to 
be achieved. There must be: sincere and active 
top management leadership, a safe working 
environment, the proper training and supervision 
of employees, and, last but by no means least, the 
co-operation of the working force. 


It is essential that management's sincerity and 
integrity is demonstrated by not only expressing its 
concern for the safety and health of employees 
but also, by means of a positive declaration of 
intent, ensuring unequivocally that safety and 
health shall be a prime requisite in all its 
operations. Management must provide a safe 
physical working environment for its employees in 
respect to such things as ventilation, lighting, noise 
control, and machine guarding, in accordance 
with the highest practicable standards. It must 
require that all employees comply with its 
declared policy and that supervisors ensure com- 
pliance. This compliance should be an important 
factor in rating overall performance of employees 
and supervisors. 


The primary objective of such a policy is to 
eliminate injury and suffering of employees. As a 
corollary, it should reduce the compensation and 
other direct costs as well as the waste of human 
and material resources. 


To be effective, management must consider and 
promote its safety and health policy with the same 
care and vigour with which it considers and 
promotes its production and sales policies. 


The effective implementation of any safety policy 
requires that each department or section makes 
the safety and health of employees an integral 
part of its operating program and that it takes 
effective and sustained action to improve its own 
safety performance. Eternal vigilance is the price 
of safety. 


Managers should be required to establish, within 
their own area, procedures to ensure that all 
accidents occurring under their jurisdiction are 
investigated, the causes are established, and 
appropriate remedial action is taken. They must 


also ensure that all employees are properly 
instructed in the hazards of their occupation and 
the precautions to adopt to avoid accidents and 
injury to themselves and others. 


These are the basic requisites of a sound safety 
and health program, and until this foundation has 
been established, no real or lasting success is 
possible in the prevention of occupational 
accidents and illnesses. 


POLICY AND SAFETY LEGISLATION 


It must be borne in mind that, while strict 
compliance with safety legislation will ensure a 
good level of safety, legislation, generally 
speaking, can only prescribe a minimum standard 
if it is fo apply to most of the enterprises it covers. 
There are also limits on the enforceability of 
requirements which relate to unsafe practices, 
because of the difficulty of providing a large 
enough inspection force to detect the violations 
in time to prevent an accident. 


To achieve a really desirable level of safety, 
enthusiastic support of the safety and health 
program is required from the employer, from the 
employees, and from their unions. The high level 
of safety that should be the objective of all good 
employers and employees cannot be attained by 
statutory compulsion alone. Otherwise all that 
would be needed would be one law, one 
regulation: “there shall be no accidents.” 


To give effect to safety legislation and regulations 
it is usually necessary to develop local rules that 
apply specifically to a particular department, 
industry, plant, or activity. These rules should be 
properly drawn up as employer or plant rules, 
carrying the same weight of authority as any other 


employer or plant rule. A rule or regulation that is 
either not enforced or unenforceable is not only 
soon forgotten, it weakens that general respect for 
authority on which the whole fabric of manage- 
ment rests. 


Two fundamentals should be borne in mind 
whenever employer or in-plant safety rules have 
to be drafted. First, an enterprise should always be 
operated in such a way that the risk of an illness 
or accident is minimized. Second, safety should 
never be sacrificed to output or to short-range 
objectives. The drafting of these safety rules could 
be delegated to the safety and health comittee. 
They would use their expertise to define the most 
practical, efficient procedure to deal with 
workplace hazards. Their proposals would then be 
submitted to the employer for approval and 
implementation. 


The safety policy of a good employer should aim 
at achieving a standard of safety beyond that 
required by law. Modern and enlightened 
companies regularly report annual accident 
frequencies of less than one disabling injury per 
million person-hours worked. 


RESPONSIBILITY 


On humanitarian grounds alone, both employers 
and employees are morally bound to accept 
responsibilities wider than those imposed by law. 
Their responsibilities involve not only the institution 
of a safety policy as previously outlined, but also 
such matters as the education and training of 
supervisors and employees, in-plant inspections 
and investigations, and the development of 
internal rules that will implement the occupational 
safety and health laws. 


It is often said that safety must start in the 
“poardroom’’. But if must not be forgotten that 


labour unions, too, have boardrooms. Employment 
safety is a subject on which management and 
labour are generally in agreement from the start. 
Working together they can achieve far more than 
either could do alone. 


Just as management has its responsibility, so have 
the employees equal and reciprocal responsibili- 
ties: to work in a safe manner, to use the safety 
facilities provided, and not to abuse those 
measures provided for their protection. 


Members of the management team must accept 
responsibility for safety matters within their own 
realm of activity. 


It is preferable that one senior member of man- 
agement be designated the co-ordination respon- 
sibility for the whole enterprise. For just as sales, 
production and research have their representa- 
tives at the most senior level, it is equally important 
that safety and health should have its own 
spokesperson. 


It is essential that, where warranted by the size or 
complexity of the enterprise, a competent safety 
officer be appointed. Where necessary, additional 
safety officers should be established for individual 
plants or other parts of the enterprise. 


It is desirable that the officer in charge be of 
professional status in the safety field so that 
technical competence is unquestionable. The 
officer’s status in the enterprise should be that of 
staff management and the rank at least equivalent 
to that of the line managers that the officer will 
directly advise. It is essential that the officer be 
closely allied to the production or line functions 
rather than any other. 


If the size of an enterprise does not warrant the 
employment of a full-time safety officer, it is 


important that the safety duties of the part-time 
safety officer be in no way subordinate to other 
work. Safety may quite properly be a part-time job, 
but never a spare-time activity. 


EXECUTION 


Members of management teams are engaged 
primarily to organize and to run as successfully as 
possible that part of the enterprise that employs 
them. They must endeavour to produce the finest 
product possible at a competitive cost. In short, 
they must operate their part of the enterprise 
efficiently. Safety is related to this objective, 
because accidents cause a waste that should not 
be tolerated — waste of human resources, equip- 
ment and product. Further, they have a moral 
obligation to ensure that every precaution is taken 
to prevent the injury of employees working under 
their direction. 


Good managers, because of the complexity of 
their fields of activity, delegate a good deal of 
functional activity, but they cannot delegate prime 
responsibility. In production matters, managers 
delegate some authority to specialists, to super- 
intendents and supervisors, and are not expected 
to be aware of all the detailed happenings in the 
production field all the time. They are expected, 
however, to be aware of any problems having a 
significant effect on production. So too with safety, 
they must know what the problems are. Safety and 
production are directly related, and the ultimate 
responsibility for all that occurs rests with the 
manager. 


People should not be in executive managerial 
positions unless they show a concern, by deeds as 
well as words, for the well-being of all the 
employees in their charge. Attention to the safety 


SAMPLE POLICY STATEMENT 


All company personnel April 1985 
Company Safety and Health Policy 


It is my personal policy, as well as that of the Company, that all of us share the responsibility for maintaining 
our safety and health while at work. Our safety and health is of prime importance to the Company, and 
it will do everything possible to prevent injuries and maintain a healthy work environment for us. We all 
must do our part by integrating safety and health considerations in all of our company activities: 


Qa) all managers and supervisors are responsible for implementing this policy and its associated 
Company directives and standards; 


b) all other Company personnel will also be required to make safety and health a part of their 
daily routine; 


Cc) all will be held accountable for their program support, and this will be a factor in their job 
performance evaluation; 


d) the Safety Officer and his staff as well as the Safety and Health Committee are responsible for 
planning, promoting and monitoring the program and advising on safety and health matters. 
Senior managers will set goals and direct the program; and 


e) all laws and regulations will be incorporated in our Company programs as a basic minimum 
stanaard. 


It is critical that we all shoulder our responsibilities in this program and give 100 per cent effort fo support 
the programs. We will all benefit! 


Dave McGraw 
President 
ACME Aviation Ltd. 


of one’s fellows is the most obvious way in which 
to express concern. Managers should be made 
aware that their job is to manage efficiently, and 
that the safe way is the efficient way. They should 
be made aware that the safety record of their 
department, plant or branch is an important factor 
in the assessment of their personal overall 
performance. 


lt is reassuring to the employees when the 
manager demonstrates concern for their safety 
and welfare in the formulation and execution of 
the policies of the enterprise. The humanitarian 
motive of a safety program, that people should not 
be injured, should alone be a sufficient emotional 
drive to sustain the manager's efforts. This is a 
compelling argument, for it raises the whole 
question of professional competence. Accidents 
denote inefficiency, inefficiency denotes 
incompetence. 


Since labour productivity is the ratio of manpower 


input to product output, the relevance of safety . 


should be obvious to any manager. A good 
manager will not tolerate loss of efficiency by 
accident and will spare no effort to keep this factor 
under tight control. 


FIVE PREREQUISITES FOR 
AN EFFICIENT SAFETY PROGRAM: 


14. aconviction on the part of both management 
and labour unions that accidents can and 
should be prevented; 


2. aconviction that it is possible to safeguard all 
hazards which may result in personal injury; 


3, an ability on the part of management and 
unions to convince employees that it is to their 


own advantage to work safely and that they 
are expected to actively participate in the 
safety and health program; 


4, recognition that active, alert supervision, from 
senior management down to junior supervisor, 
is a vital factor; and 


5. an acceptance of the fact that accident 
prevention is good business from the stand- 
point of humanity, efficiency and economy. 


Much can and must be done through a positive 
and creative approach to accident prevention in 
the design of tools and equipment, in plant layout, 
and in planning operations to ensure that no 
booby-traps or unnecessary hazards are built into 
the workplace or system. 


Effective ways for managers to be seen to be 
actively concerned about safety and health are: 


- to attend safety and health committee 
meetings and enthusiastically support their 
activities; 


- to regularly review the record of first aid and 
medical treatment; 


-— to review all accident reports with the 
supervisors; 


- toinsist on the maintenance of accurate and 
complete statistics on accidents and their 
analysis; and 


— torequire that all accidents causing disabling 
injuries or equipment/material damage of 
consequence be brought immediately to the 
manager's attention by the supervisor in 
charge. 


In these ways managers are apprised of the 
situation for which they are responsible and, as 
their interest becomes known, they will be better 
supplied with information by their supervisors, who 
will take a more vigorous interest in accident 
prevention by the very fact that they are held 
accountable for the safety of the employees 
working for them. 


Good management demands an immediate and 
full response when there is a breakdown in service, 
production or quality control, and so it should be 
in the case of an accident or any interruption in 
the planned activity. Too often in the past only 
production or quality problems have received full 
management attention, and safety policy has 
been left to some relatively junior member of the 
staff. This is not good enough to achieve the 


standard of safety envisaged under Part IV of the 
Canada Labour Code. 


Leadership by example is more necessary in safety 
than in almost any other field of industrial activity. 
All managers, no matter what their status, should 
make it a point of honour to comply personally with 
all safety regulations, including the wearing of 
safety glasses, hard hats and other appropriate 
protective equipment, whenever they visit areas 
where such equipment is prescribed. 


The same concentration of effort, the same 
dynamic leadership, the same high quality perfor- 
mance, the same example must be applied in the 
field of industrial safety as in the operation of an 
enterprise, the design of its plant and equipment, 
and the provision of service or the sale of the 
finished product. 


DUTIES AND RESPONSIBILITIES 
SENIOR MANAGEMENT 


Develops company policy and assumes leader- 
ship in initiating and establishing an effective 
safety and health program integrated with opera- 
tional or production activity. Delegates the author- 
ity and defines the limits of action. Provides 
adequate facilities and prescribes the conditions 
for the safe operation of plant and equipment. 
Authorizes equipment, plant and layout changes 
necessary to reduce work hazards to a minimum, 
Provides adequate finances for carrying out the 
safety and health program. Supports and 
expedites the recommendations of accident 
investigators and the safety and health committee, 


ensuring prompt corrective action. Ensures that the 
status of Safety Officers is equivalent to that of the 
senior production, maintenance and other key 
personnel in the enterprise whom they advise and 
assist. Requires that safety performance be 
included as a factor in determining the suitability 
of personnel for promotion. It is critical that all these 
activities of senior management be evident to all 
line managers, supervisors and employees, so that 
this wholehearted support will engender the active 
participation of the rank and file of the 
organization. 


SUPERVISION 


Management representatives at all levels in the 
enterprise implement the safety policy by accept- 
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ing responsibility for carrying out all activities within 
their area of supervision in accordance with the 
prescribed safety standards. They supervise the 
conduct of in-plant safety inspections and the 
investigation of all accidents, taking the necessary 
immediate action to prevent their recurrence. They 
anticipate work hazards and take preventive 
action. They enlist the co-operation of all 
employees and encourage them to work safely. 
They operate a continuous worker education and 
training system for developing safe working habits, 
and they insist on a high standard of safe working 
practices at all times. 


THE EMPLOYEES 


Exercise their trade and work skills and use their 
equipment in a manner that will not jeopardize 
their own safety or that of fellow workers. Wear 
protective clothing and use the safety devices as 
prescribed by the rules of the enterprise. Report all 
accidents or hazards to their supervisors. Refuse to 
work where they have reasonable cause to 
believe that they or their co-workers would be in 
danger. Participate in the safety program in an 
active positive fashion. In the absence of specific 
rules, put their safety and that of their co-workers 
before any other consideration. By their attitude 
and actions encourage associates, and particu- 
larly the younger employees, to work safely. 


THE UNION 


It is widely accepted that labour unions have a 
responsibility to their members to strive to secure 
better working conditions and to improve 
standards of living. It is logical therefore that this 
responsibility should extend to the safety and 
health of their members. In this field, unions are 
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able to make a great contribution by supporting 
management in its endeavours, by co-operating 
in joint consultation on safety and health matters, 
such as actively participating in the health and 
safety committee work and sharing the responsi- 
bilities for that committee, and by ensuring that 
their members conscientiously do their part to work 
safely. Union education programs should include 
accident prevention. 


THE SAFETY OFFICER 


Assists and advises management on the 
formulation and implementation of effective safety 
and health policies and programs. Co-operates 
with and advises supervisors in establishing a safe 
and healthy working environment and safe work 
methods. Acts as consultant fo all levels of 
management on such matters as the investigation 
of accidents, analysis of the causes of accidents, 
inspection and reporting procedures, selection of 
safety devices and personal protective equip- 
ment, design of equipment, plant layout, educa- 
tion and training. Makes special surveys and 
studies to assess the effectiveness of the safety and 
health program and recommends changes as 
necessary to ensure that the program remains 
dynamic and effective. 


SECTION 2 


THE SAFETY OFFICER 


For the purpose of this manual the people 
appointed to organize safety and health programs 
at the management level will be referred to as 
safety officers. In different enterprises they are 
given various titles but, so long as they have to 
promote and organize safety, they must, in some 
measure, use all the means referred to in this 
manual. In some cases their whole time will be 
devoted to this work and they may even administer 
large safety departments, but in small enterprises 
they may have to combine their safety work with 
other functions. 


It may, for example, be advantageous in some 
industrial enterprises to combine the post of 
maintenance or plant engineer with that of safety 
officer. When the safety program is new this 
combination offers special advantages, because 
a large part of the initial prevention work is of an 
engineering nature and consists of setting up 
guards, planning the layout of machinery, etc. 
These activities fit in well with maintenance and 
plant engineering work. In other enterprises, 
particularly where the main activities are clerical 
or administrative, safety officers will also have a 
staff function. But no matter what other duties the 
safety officer has, the safety role must never be a 
subordinate one. 


So long as the safety duties are not neglected and 
have equal force of responsibility with other duties, 
the combination of safety and other duties 
appears to matter little. What matters a great deal 
is the competence and experience of safety 
officers, their attitude toward safety, and how 
much energy and intelligence they can and will 
devote to the job. In no other endeavour are the 
qualities of sincerity, enthusiasm and determina- 
tion more important than in safety and health work. 
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It must, however, be emphasized that safety is not 
the responsibility of safety officers alone. The 
employer has a duty to provide and maintain a 
safe working environment, to select safety- 
conscious and skilled people to supervise the work 
and to ensure that the employees are fully aware 
of the hazards of their work and are trained in 
controlling them. It follows that because the 
employees work how, when, and where manage- 
ment prescribes, safety is primarily a function of 
management, and all members of the manage- 
ment team must accept personal responsibility for 
those under their direction. The safety officers’ 
function is fo assist management to promote the 
efficiency of the enterprise and to integrate safety 
into all work activity. 


All the technical qualifications which make for 
good safety officers are of little value unless the 
officers are capable of convincing others of the 
applicability of their knowledge and experience 
to their particular safety problems and of their 
desire to be helpful. They must have the 
confidence of all employees, because, if their jobs 
are to be well done, employees of all ranks must 
at times provide information which may appear 
contrary to their interests. They must be able to trust 
their safety officers with this knowledge. In short, 
safety officers must be trustworthy persons. They 
must at all fimes be able to bring cogent 
arguments to bear toward the attainment of any 
safety objective, and they must be able to vary 
their arguments to suit the needs and backgrounds 
of their audiences. Possibly more important still, 
they must have the ability to appreciate other 
people’s problems and points of view. Their most 
important contribution to safety will be in the effect 
they have on the attitude of the employees toward 
their own safety and the safety of their fellow 
employees. 


Safety officers must be competent to interpret 


correctly the requirements of the safety legislation 
and regulations which apply to the enterprise, to 
make them effective through the policies and rules 
of the enterprise, and to be able to detect quickly 
when the requirements of such legislation and 
regulations have been breached. They should be 
able to visualize the effect of changes in work 
methods, machinery or plant layout on com- 
pliance with the law and the safety policies and 
rules of the enterprise. 


The safety officers’ general technical competence 
should be such that they can talk to the profes- 
sionals and technicians in charge of the various 
operations of the enterprise in their own language. 
They should at least understand these technical 
personnel sufficiently to grasp exactly how hazards 
may arise and how they can be controlled, and 
should be able to judge the effectiveness of 
suggested preventive measures and follow closely 
the significance of events which have led to an 
accident. They should also have an understanding 
of the major technical fields of their enterprise, to 
be able to use the expert knowledge of other 
technical specialists to their own ends and to 
judge the validity of their advice for the safety 
situation with which they are concerned. 


They must be able to read and understand plans 
and drawings sufficiently well to be able to 
visualize the objects they represent and to judge 
from them whether they will give rise to hazards of 
any kind so that they may call for the right type of 
alterations to be made. The drawing board stage 
of the project is the time at which alterations can 
be made most effectively and at the least cost. 


Whenever new machinery is designed or new 
layout or work processes are planned, the safety 
officer should be part of the planning team at the 
very outset so that, as far as is technically possible, 
safety can be built into the design of all new equip- 
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ment — not, as so offen happens, added as an 
afterthought when someone has been killed or 
injured. Built-in safety can aid and speed up pro- 
duction: an improvised safeguard can slow the 
function of many operations. 


Safety officers must keep abreast of technical and 
other developments affecting safety work as a 
whole, especially those that apply to their own 
enterprise, by reviewing and studying literature 
and reports, attending seminars and conferences 
dealing with their fields of interest, meeting other 
safety officers and safety specialists, and generally 
ensuring that their knowledge does not become 
obsolete. 


Safety officers must also collaborate with the 
training officer to ensure that the various training 
courses and schemes in operation, whether for the 
new worker or for those more advanced in years 
and experience, contain adequate safety 
material. 


In addition to collaborating with training staff, they 
must also be able to teach safe working methods 
and procedures. They must be competent at 
leading group discussions on safety and be able 
to present their viewpoint convincingly. 


They should be able to work closely with medical 
officers and those responsible for any nursing or 
first-aid service. 


Safety officers should also have a good under- 


standing of the types and severity of the injuries 
and disabilities different accidents are likely to 
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produce. Then with the co-operation of the 
medical specialist, the safety officer may be able 
to reduce the injury frequency and severity. 


Safety officers must have the ability fo 
communicate with all levels of management on 
any aspect of the work and safety situation, orally 
as well as in concise, balanced reports. 


Safety officers must also make inspections of 
properties and equipment and be capable of 
observing defects, deficiencies and hazards so as 
to advise supervisors of unsafe conditions and work 
with them toward their correction. 


They must operate a program whereby alll 
accidents are thoroughly and carefully investi- 
gated, and must analyse reports to establish the 
basic causes of all accidents and recommend 
corrective action. 


They should develop a statistical program so that 
they can analyse trends and compile accident 
information for the senior managers. 


They must also understand the uses and limitations 
of publicity in its many forms so that they are able 
to obtain the maximum benefit from any 
campaign which may be staged. 


They must be able to audit their safety program. 
This evaluation will permit them to focus their efforts 
where it will do the most good, that is, where it will 
most drastically reduce accidents or health 
problems. 


SECTION 3 


THE SAFETY AND HEALTH COMMITTEE 


The Canadian industrial accident experience has 
not varied over the last decade. We continue to 
have 12 to 13 accidents for each 100 workers 
each year, we should be striving to cut in half our 
industrial accident rate. To achieve this goal we 
must have the concerted effort of all people in the 
workplace to work together as a team in 
implementing effective safety and health 
programs. 


A driving force behind this co-operative effort is the 
JOINT OCCUPATIONAL SAFETY AND HEALTH 
COMMITTEE in each enterprise. These committees 
must demonstrate to all the participative 
approach that is required in a self-regulating 
occupational safety and health program. 


Basic to an effective safety committee is the 
realization that safety is essentially a joint activity 
— equally vital fo management and workers alike 
— that can be carried out effectively only by co- 
operation. The first function of the committee is, 
therefore, to be a focal point for the co-operative 
activity of preventing accidents. 


Although the safety and health committee can 
serve as a channel of communication between the 
employer and his or her employees, little is likely 
to be accomplished in the safety field if it is used 
as a forum for dealing with management-union 
problems not related to safety. 


The safety and health committee is not an alter- 
native to a trained safety officer. A safety and 
health committee can be of enormous help to a 
safety officer and to senior management, but it 
does not remove the need for the co-ordination of 
the safety effort by one person. Another basic 
principle is that management must always be 
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ready to act on the recommendations of the 
committee, unless there are supportable reasons 
for not doing so, in which case such reasons should 
be fully explained to the committee. 


COMMITTEE COMPOSITION 


The basic committee, as previously stated, is to 
consist of representatives of the employer and of 
the employees. These should be in sufficient 
number so that the principal production activities 
performed in the department or plant are 
represented. It is advisable to ensure that as many 
sections as possible are represented, but 
committees comprising more than about 12 
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persons tend to become ineffective. If for any 
reason, sections in the organization are not directly 
represented, they must be kept informed of the 
work of the committee and must be given 
channels for bringing their ideas before it. 


It is essential fo preserve a balance between the 
need for wide representation and the need to 
keep the committee within reasonable limits.of size. 
Generally more than 12 members is undesirable 
because some of the intimate character of 
meetings, the ease of participation and the co- 
operative and homogeneous character of the 
committee is liable to be lost. No organization is 
too small to have a committee. 


In a very large enterprise, or one having many 
small divisions, it may be found desirable to have 
more than one safety committee; otherwise 
adequate representation may be impossible 
without making the main committee too large. 


Members should be selected who have indicated 
an interest in fostering safety and health in the 
organization. This is the overriding selection 
criterion and is critical to ensure that all members 
share a common goal — safety and health in the 
workplace. The management representatives, on 
the one hand, must have sufficient authority so that 
effective action can result from the committee’s 
recommendations. On the other hand, worker 
representatives, normally selected by the union, 
should not be union negotiators who might be 
sidetracked from the common goal, but rather be 
selected for their ability to assist in devising a safer 
working environment. 


CHAIRPERSON 


The management of the enterprise can express its 
sincerity and belief in the committee by asking that 
the committee be presided over jointly by a man- 
agement representative and an employee repre- 
sentative, each selected by the members of the 
committee. Such an arrangement ensures that all 
points of view are expressed frankly to all those 
concerned with the safe operation of the 
enterprise. 


The chairpersons should be consulted by the 
secretary, in advance of each meeting, to agree 
on the agenda for the meeting. 


COMMITTEE SECRETARY 


It is usually most convenient to make the secretary 
of the safety committee the safety officer or one 


of the safety office staff. The secretary's duties 
should be those of usual secretaries, including the 
convening of meetings and the preparation of 
minutes. The secretary should follow up the 
committee’s recommendations to see that they are 
either put into effect or otherwise properly 
disposed of. The committee secretary should have, 
as well as a normal minute book, a book in which 
are recorded notes of all recommendations made 
by the committee and the names of those to whom 
they have been referred for action or for further 
consideration, indicating any imposed time limit. 
This is an extremely useful means of keeping track 
of recommendations and the actions taken upon 
them. It is particularly important that, if a 
recommendation cannot be carried out at once, 
a frank and true explanation be given by the 
chairperson to the committee at its next meeting. 


MANAGEMENT REPRESENTATIVES 


Management representatives may be selected as 
members of the committee based on the appoint- 
ment they hold in the organization, their personal 
dedication to the safety and health program, or 
a combination of both. There is something to be 
said for each system. On the one hand, by 
choosing positions rather than individuals it is 
easier to ensure adequate representation of all 
departments or branches. On the other hand, by 
this method some very useful and active 
individuals might well be passed over. In many 
organizations it will be possible to get over this 
difficulty by having some management represen- 
tatives acting ex-officio and others picked for their 
personal qualifications. Among those who might 
well be selected because of their position are the 
works engineer, the personnel manager and the 
medical officer. 


It is most important that supervisors be kept con- 
tinuously in touch with the work of the committee. 
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Supervisors have long been recognized as the key 
people in the management team in regard to 
safety as well as production. Because of their 
proximity to the people at risk, their active help and 
participation is most necessary. The method used 
for bringing supervisors into contact with, and 
securing their interest in, the safety committee's 
work depends almost entirely on the size of the 
existing organization. 


The following suggestions bear consideration. 


a) Inasmall organization it may be possible for 
the committee to select some supervisors as 
members, or some supervisors could be 
appointed by virtue of the position they hold 
in the organization. If this method makes the 
committee too large, it could be expedient 
to have a limited number of supervisors on 
the committee at one time, a number of them 
serving in rotation for, say, a year at a time. 


fb) Another method, especially useful in large 
organizations, is to send to supervisors a 
monthly advice circular, drawing attention to 
important items in the safety and health 
committee’s minutes and recommendations, 
new rules, new items of protective equip- 
ment, the more frequent types of accidents, 
and so on. 


EMPLOYEES’ REPRESENTATIVES 


The union (or unions) will select representatives to 
become members of the committee. Representa- 
tion must be universal, ensuring that groups that 
are not unionized are also represented. In totally 
non-unionized enterprises the representatives will 
be elected by all non-managerial employees. 
Persons to be nominated should be safety 
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conscious and dedicated to helping their co- 
workers. 


COMMITTEE SERVICE 


As has been noted earlier, no enterprise is too 
small to have a safety and health committee. A 
small committee could be composed of four 
people — two representing the employer and two 
representing the workers. 


In larger organizations it may be found better to 
rotate committee membership from time to time 
because, however well the committee is com- 
posed in the first place, it can become stale after 
a time and lose some of its enthusiasm, with 
consequent loss of efficiency. Since it is apparent 
that the safety and health education of employees 
is an important function of the safety and health 
committee, the more members from the work force 
who ultimately serve on it the better. It is recom- 
mended that rotation be scheduled to produce a 
committee of about half new members and half 
experienced members, so that there will be no loss 
of continuity. 


ACTIVITIES 
REVIEW OF ACCIDENT REPORTS 


One of the regular duties of the committee should 
be to consider accident reports completed since 
the last meeting. This is not to imply, however, that 
the corrective action on an accident report should 
be deferred until fhe committee has reviewed it. 
Under certain circumstances it may be necessary 
for the whole committee to visit the scene of an 
accident in order that all members may get a 


clear idea of what happened. This has the added 
advantage of involving all members of the 
committee, particularly the employee representa- 
tives, in the safety program. 


It is also a good practice at each meeting to have 
the minor injury record produced and discussed, 
so that the committee is kept informed of any 
accident trend in the organization. 


REVIEW OF STATISTICS AND RECORDS 


The committee should have access to all accident 
records including the first-aid injury figures, 
frequency rates, severity rates and analyses of 
accidents by type. It is desirable, however, that the 
figures should be presented to the committee by 
a person with sufficient understanding of statistics 
to know when figures are “significant” and when 
they are not. 


INSPECTIONS 


It is recommended that employee members of the 
committee supplement, in their own place of work, 
the inspection efforts of the regular safety inspec- 
tors. They can do this by noting unsafe practices, 
warning fellow employees of them, and reporting 
the practices to the safety committee. They will set 
the safety example in their own departments and 
solicit ideas. They will make suggestions to the 
safety officer and to the safety committee for the 
improvement of conditions which they believe are 
likely to lead to accidents. One of the difficulties 
of periodic plant inspections is that certain 
dangerous conditions may make fairly regular but 
only temporary appearances, which do not 
coincide with the times when the safety inspector 
is in the plant. For example, the monthly delivery 


of supplies and materials that always blocks the 
fire exit until it is unpacked and stored. In this 
connection the help of employee members of the 
committee, and of supervisors in particular, is 
invaluable. They know their work area better than 
anyone else. 


Safety officers will undoubtedly find much use for 
the members of the safety committee during 
routine inspections. From time to time they should 
encourage the use of members of the committee 
as assistants in conducting special or in-depth 
inspections. 


REVIEW OF SAFETY RULES 
AND REGULATIONS 


As new statutory requirements become applicable 
to the enterprise, they should be brought to the 
notice of the safety and health committee. Apart 
from making constructive suggestions for meeting 
such requirements, the committee can help to 
publicize and explain them to other employees, 
and so help to secure compliance. 


The same will of course apply to local rules 
introduced by management. The committee may 
have helped in drawing up these rules and if not 
should certainly be given the opportunity of 
commenting on them before they are issued. 


COMMITTEE PUBLICITY 


One of the most important benefits of having a 
safety and health committee is that its mere 
existence helps to arouse interest in safety and 
health in the workplace. To get the full effect of this, 
the committee should have a certain amount of 
publicity. The most obvious way to do this is by 
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posting extracts from the minutes on notice boards, 
and by giving the committee members a distinc- 
tive badge to wear. Such badges not only 
advertise the committee but also help employees 
to recognize their own departmental representa- 
tives. Whether members of the committee wear a 
badge or not, their names and their workplaces 
must be published and/or displayed so that 
employees are constantly reminded of the 
existence of the committee and of the names of 
their own representatives. Another method is to 
have their pictures displayed so that employees 
can recognize their representatives. 


A more detailed explanation of how a safety and 
health committee should be established and how 
it should operate can be found in Labour 
Canada’s publication Establishment and 
Operation of Safety and Health Committees. This 
booklet is available from your local office of 
Labour Canada. 
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SECTION 4 


ACCIDENT CAUSES 


Some work accidents occur because the 
employee is given inadequate warning of danger, 
has insufficient control over the circumstances 
which may lead to an accident, or is a victim of 
a booby trap. Other accidents occur because of 
an employee's attitude to safety, momentary acts 
of carelessness, inattention, or lack of judgment. 


The first category includes those accidents for 
which management is primarily responsible. They 
are caused by conditions which are difficult for the 
employee to control. They result, among other 
things, from faulty or inadequate design or 
hazardous substances and unsafe processes, the 
hazards of which have not been properly or fully 
explained to the employee, or which have not 
been neutralized by appropriate safety measures. 


The second category includes those accidents 
where the employee is better able to control the 
situation. These accidents occur in circumstances 
and conditions that may be unusual, but in which 
the hazard can be readily recognized and 
avoided by proper attention to the job at hand, 
by observance of safety rules and by proper 
concern for safety. 


Management must provide safe conditions for the 
average person doing a job with reasonable care. 
It must ensure that employees are familicir with the 
hazards of their work and are properly trained to 
take all necessary precautions. If also has a 
responsibility to the work force to remove or 
otherwise discipline those who are habitually 
unsafe. 


Employees for their part have an obligation to 


learn the safe way of doing a job and being alert 
to its hazards, to observe work rules and to adopt 
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an attitude and habits that promote safety and 
health in the workplace. All employees must learn 
the procedure for refusing work when they believe 
they or a co-worker may be endangered by that 
work. This is the “last resort’. If all methods 
previously mentioned have not removed the 
danger, then workers must refuse the work. They 
must thoroughly learn this aspect of their 
responsibility in the workplace, so they have the 
confidence to apply this law when necessary. They 
must also understand the law, so they do not act 
irresponsibly by invoking the process unnecessarily 
or incorrectly. 


Approximately 80 per cent of all accidents are 
caused by errors of judgment, lack of care or 
attention to the task at hand, and similar unsafe 
acts, or by a combination of unsafe acts and 
unsafe conditions. An accident, therefore, is a 
clear pointer to a breakdown in management 
control and a challenge to the ability to manage. 
Supervisors should not be perpetually surprised by 
accidents. They should know what is going on and 
what to expect. The duty of prevention rests 
squarely on them. 


In most enterprises, more than 60 per cent of all 
employment injuries occur in the following 
categories: manual handling of goods and 
materials (25 per cent); falls of persons (15 per 
cent); persons striking against objects (8 per cent); 
persons struck by falling objects (8 per cent) and 
persons using hand tools (7 per cent). 


Experience shows that, except for minor fluctua- 
tions, this pattern remains consistent. There is a 
temptation, therefore, to regard these categories 
as the irreducible hard core. The problems they 
pose cannot be solved with the same degree of 
permanence possible when it is a question of fitting 
a guard to amachine or providing a safe electri- 
cal installation. On the contrary, the hazards that 


contribute to the accidents are offen recurrent, 
and their elimination requires not only rigid 
competent supervision of the methods of work and 


the organization necessary to ensure that rules are 
obeyed, but also a substantial degree of co- 
operation from employees. 


To alter a poor safety and health performance and 
provide the proper work environment, look to the 
Five Prerequisites for An Efficient Safety Program” 
mentioned earlier. Some specific remedial 
measures which have been found to help 
eliminate accidents are the enforcement of 
tidiness and good housekeeping, the study and 
planning of the movement of materials, the sub- 
stitution wherever possible of mechanical and 
automatic handling devices for manual handling, 
the isolation of employees from machines, the 
wider use of personal protective equipment, the 
training of new employees, and retraining where 
necessary. 


Where manual handling must be done, there is 
often a need for more thorough instruction in the 
principles of lifting and handling. These are 
frequently not understood, and failure to appre- 
ciate them may easily result in injury, even though 
the load being handled is well within the capacity 
of the individual concerned. 


In a new program it is advisable to deal first with 
those serious problems which readily lend 
themselves to simple and inexpensive solutions, 
especially where there is much to be done. The 
program will expand gradually and naturally to 
the study of those problems that are more difficult 
to solve because of the special techniques 
required, or because of the cost of the solutions. 


A well-intentioned program can flounder in its early 
stages if it becomes involved too soon with safety 
problems of a highly controversial or complex 
nature that cannot be solved until other aspects 
of the program such as education and training are 
more fully developed. 
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SOO) Nite 


INVESTIGATION OF ACCIDENTS 


The investigation of accidents is a valuable way 
of letting it be known that management means 
business. If management goes to the trouble of 
investigating accidents promptly and thoroughly, 
and swiftly acts on the recommendations put 
forward to prevent recurrence, employees are 
given the practical evidence of managerial 
sincerity, 


It has long been felt that accidents were investi- 
gated in order to find a scapegoat. Because of 
this, it must be made clear that the investigation 
is being conducted solely to determine the cause 
of the accident so that corrective action can be 
taken to eliminate that cause and prevent a 
recurrence of the accident. 


In industry, where activities are generally carefully 
planned, the unintended occurrence means that 
something has gone awry and the energy behind 
some planned effort has been misdirected. It is of 
the utmost importance that the reason for this 
misapplication should be isolated and examined, 
so that the efforts may be more efficiently directed 
toward the end intended, and the chance of a 
recurrence of the accident eliminated. An inquiry 
should have this objective irrespective of whether 
the results are “personal injury’, “property 
damage”, “interruption of process’, or just 
“temporary loss of control’. The results, in any case, 
are largely a matter of chance. The difference 
between the circumstances that cause a fatality 
and those that cause a minor incident is offen very 
small. Much of the information which contributes 
to the prevention of accidents comes from 
inquiries, and it has been clearly established that 
for each accident that produces a personal injury, 
hundreds of others occur which cause lesser or no 
injury. For employers and workers to benefit most 
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from experience, inquiry must be made at least in 
the first instance into all accidents and unplanned 
happenings, even though many may not be 
included in statistics relating to injuries. 


Investigation begins with a search for facts and 
proceeds with the drawing of conclusions from the 
facts obtained. Where lost-time accidents are 
being investigated for the purpose of workers’ 
compensation, certain information is required for 
purposes so similar to the supervisor's Own Purpose 
that the supervisor could conveniently collect it. 
The main purpose of the supervisor's investigation, 
however, is to obtain the information necessary for 
a report fo management. This includes any admin- 
istrative, technical, or human failure that may have 
a bearing on the accident, together with reasons 
for these failures. From these facts, the cause of the 
accident under investigation may be determined, 
leading to suggestions for preventing a repetition 
of the accident. 


Because of the supervisor's immediate involve- 
ment, it should be the supervisor in whose area of 
responsibility the incident occurred who carries out 
the prime ‘investigation into any accident. The 
safety officer, the safety and health committee, 
and _ investigators of the regulatory authority 
concerned also have a responsibility to investigate 
accidents and to make recommendations to 
prevent a recurrence. Thus, in the event of serious 
accidents, several interests must be satisfied by the 
investigation, but since the objective is the same 
for all, no conflict of interest should arise. 


It has previously been stated that to provide an 
accurate picture of the accident experience of 
any enterprise all accidents should be investi- 
gated. In some enterprises with a large number of 
accidents, this poses the practical problem of the 
limitation of the safety officer’s time. The officer may 
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not be able to do all the work alone and keep 
abreast of other responsibilities. 


Investigation can be broken down into the 
following parts: 


a) recording and checking stories of witnesses; 
b) making observations and fests; 

c) selecting relevant information; 

a) drawing conclusions; and 

e) making recommendations. 


Which of these functions can the safety officer 
delegate to others, and which cannot be 
relinquished under any circumstances? 


The safety officers’ value to their employer lies in 
the validity of their reasoning and the judg- 
ment with which they make recommendations. 
Therefore, they must retain (dc) and (e); but the work 
of (a), (6) and possibly (c) may be reasonably 
delegated, with the proviso that if the accident 
appears sufficiently serious, safety officers can take 
over, or at least control (a), () and (c), and that 
they have some means of testing occasionally the 
quality of the performance of (a), () and (c). 


Both these provisos are easy to satisfy in practice, 
because the person to collect information in the 
first place is the supervisor under whose control the 
particular incident happened. Not only is the 
supervisor the person in charge at the time of the 
accident, but he or she is probably in the best posi- 
tion to establish the sequence of events leading 
to the accident. That person has technical knowl- 
edge of the work processes, is well acquainted 
with employees’ duties, and is directly responsible 
for their work activity. Monitoring of the investiga- 


tion is necessary only to an extent that will ensure 
it is thorough and objective. 


When all the facts have been assembled and 
tested, it remains only for them to be assessed and 
for conclusions to be drawn. It is not enough to 
make a general statement; the following questions 
should receive detailed replies: 


a) At what point did the normal, expected 
happenings cease, and the unplanned, 
unexpected, start? (the beginning of the 
unplanned sequence of events leading to 
the accident); 


b) What caused the divergence? (the real 
cause of the accident); 


c) What caused the injury or property damage? 
(often incorrectly given as the cause of the 
accident). 

The following example should make this clear. 
Accident Report: 


While excavating a trench, a worker was 
electrocuted by penetrating an electric cable. 


Normal Job Procedure: 

Excavating company checks with appropriate 
authority on presence of underground hazards. 
Worker is advised of the location of the cable and 
is instructed to what depth it is safe to dig. 


Moment of Divergence (from the expected to the 
unexpected): Penetration of the electric cable. 


Question Posed: 


Did this occur before the prescribed depth had 
been reached? 
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Accident Cause: 


If prescribed depth was not reached, was there an 
error in the instructions? 


lf the prescribed depth was exceeded, was the 
work wrongly executed? Did the worker fail to 
understand or carry out the instructions properly? 
Was the worker using the proper tools? Were the 
working conditions normal? Was the worker fully 
aware of the hazards of the job? 


Remedy: 


The investigation completed and the cause or 
causes having been determined, the next step is 
for corrective action to be taken as soon as 
possible to avoid the repetition of the occurrence. 
For this reason, no time should be lost in submitting 
the recommendations for remedial action to the 
appropriate manager for a decision and acting 
on approved recommendations. 


Remedial measures adopted as a result of an 
investigation may create a different hazard. It is 
important that the new situation be fully appraised, 
new work instructions be issued, and appropriate 
changes be made in the training program for that 
job. If the job has been made safer, the employee 
may be lulled into a false sense of security, which 
will render the employee incapable of noticing 
and dealing with any abnormality or hazard which 
may arise. In these circumstances, it is the 
manager's responsibility fo appraise the situation 
and acquaint the employee with the new 
conditions. 


Accident Investigation and Reporting 
For a more thorough treatment of this subject, see 
the Labour Canada publication “Accident Investi- 


gation and Reporting”, available at your district 
Labour Canada office. 
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SECTION 6 


STATISTICS 


Statistics are collected to provide information. To 
collect them and store them away unused is a 
waste of time. 


Accident statistics should not be regarded as cold 
figures to be drawn up into graphs or tables and 
then forgotten. They represent injured men and 
women, damaged property, equipment and 
product, and a failure of both the employer and 
employee to do their work safely and efficiently. 


By definition an employment accident is an un- 
planned occurrence — a concrete happening at 
a definite point in time — in the course of and aris- 
ing out of a person’s employment. In this definition 
there is no mention of injury. There is, indeed, wide- 
spread confusion between the terms “accident” 
and “injury”. Accidents can occur, and often do, 
which cause no injury fo anyone. That a person is 
injured fatally, slightly or not at all, as a result of 
any accident is purely by chance. 


It has been established that for every accident 
producing personal injury several hundred may 
occur in which no one happens fo get hurt af all. 
These near misses and dangerous occurrences 
must be prevented in just the same way as those 
producing injury. 


Accidents that force themselves to our attention 
because they cause injury or porperty damage 
are visible indications that a safety problem exists. 
Non-injury accidents, and those where no property 
is damaged, also serve as indicators of a safety 
problem. To fail to take advantage of such 
warnings should be regarded as a serious 
management failure. 


All accidents, regardless of their consequences, 
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should be investigated and reported in full. The 
non-injury and non-damage accidents should also 
be recorded and isolated for separate statistical 
purposes for use within the enterprise. Many 
enterprises only investigate injury accidents and 
thereby overlook the tremendous property 
damage savings which are possible from learning 
the facts of the non-injury accidents. Further, the 
utlimate objective of all managers and safety 
officers should be the prevention of accidents that 
have never happened before. No great imagina- 
tion is required to undertake preventive measures 
where there has been a long history of accidents. 
This kind of accident prevention is merely closing 
the barn door after some of the horses have 
disappeared. It takes an inspired manager and 
safety officer to foresee and forestall potential 
accidents. 


Essential to an effective statistical program is the 
adoption of a standard method of classification 
and recording of accidents. 


Much valuable guidance is to be found in U.S.A. 
Standards 216.1, “Recording and Measuring Work 
Injury Experience”, and 216.2, “Recording Basic 
Facts Relating to the Nature and Occurrence of 
Work Injuries”. These standards are based on the 
recommendations of the International Conference 
of Labour Statisticians, Geneva, and are available 
ee hg United States of America Standards 
nstitute. 


Purposes of accident statistics: 

1. To assist in detecting trends that indicate 
weakness in accident prevention methods in 
certain areas so appropriate preventive action 
may be taken at an early date. 


2. To assist in the overall assessment of the 
accident prevention program. 
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3. To help in establishing the cost of accidents and 
the general benefits of the accident prevention 
program. 


4, To serve as a historical record of working 
conditions and the general progress of 
accident prevention in the enterprise. 


5. To assist the safety officer in promoting accident 
prevention ideas to management and 
employees. 


6. The always limited resources that are available 
to support the safety and health program must 
be expended where they will produce the most 
benefit. Personnel directing the program 
guided by these statistics will ensure there will 
be a reduction of accidents for every 
expended effort or dollar. 


Injury accidents only represent the peak of the 
accident pyramid. The classification of accidents 
causing loss of time of individuals from work by 
itself is not sufficient for good accident prevention. 
It is just as important to correct those existing 
conditions that by chance have not yet caused lost 
time, injury or property damage. To be of 
significant value in an accident prevention 
program the accident statistics must be based on 
the root causes of accidents, not just the direct 
cause of injuries. 


The maintenance of a personal record card for 
each employee is useful in detecting continuous 
or repetitive accident sufferers who may need 
special training or other attention. 


The method of keeping and presenting statistics 
must, of necessity, be left to the particular 
requirements of each enterprise, but whatever the 
method used, one basic rule must be followed; 
they must be kept simple so that they are easy to 


present. Statistics as an end in themselves are a 
waste of time. It must be borne in mind that the final 
figures and any analysis based on them will be no 
more valuable or accurate than the original raw 
figures, It is, therefore, essential that the original 
investigation be thorough and accurate, and that 
coding and other subsequent operations are 
properly done. 


35 


Koss » 


4 ~* 
rea ant wey JOM * _ 
y ; Af te 
y (whe as i f Ohi a, 
7? “ Ae Ls Es ae EL |: 
Af ' ) i : 7 = 2 A) on 
‘ tb i i ‘ oa Dy a 7 ad hip wy gee 1G)! = J 
ley; yey ee yas 
=e ‘ = i's) 
( . _— - i ea we a 
- ‘ - _ & d bs 7 ig -* : J 7 
oe a i: wd 
pf i ei 
a) af : 
= y = ' ; i ee a 7 
i a i 7 re ist ¥ 
; * 7 i ¥ 
ae ie watt m - 
- j ay i t a 
4 ip 
1 
- mY j 
Ad 
+ ¥ : hd 
} “ ig A ee a 
a rn i 
im oh 6 a a0 
ve hy ered. r= 7 Ga 4 
ay , a = 1». | 
vee = 
; : 
he we 4 if ‘ad Mi . ra er i 
: ‘a ~ “Shee 


Bee ON: 7 


EDUCATION AND TRAINING 


In all training it must be recognized that no job can 
properly be carried out unless it is safely carried 
out. The safe way is not always the obvious or easy 
way, and training of both supervisors and 
employees is therefore necessary, 


The induction of new employees is an important 
matter. They must be made to realize from the start 
the importance attached to their safety, and the 
contribution they are expected to make to the 
safety program. They must be made familiar with 
the broad principles of the safety policy of the 
enterprise and be shown that they and everyone 
else in the enterprise are expected to respect 
these principles. At the work for which they are 
engaged they must be shown not only how to 
perform efficiently but also how to work with a 
minimum of risk to themselves and to their fellow 
employees. 


Management should remember that all 
employees at one time or another, or in some 
respect, may lack experience in the particular 
tasks they are performing. Such a situation requires 
constant job training and gradual education to 
achieve safe behaviour at all times. No manager 
should think this is anything but a never-ending 
requirement. Each and every job should be 
analysed and safe and efficient methods adopted 
for its performance; generally speaking the safe 
way is also the most efficient way. Frequent 
subsequent checks by supervision will need to be 
made to see that job methods are not being 
modified by the taking of short cuts, or as a result 
of unnoticed changes in conditions. 


Elementary and advanced safety training courses 


offered by national as well as by various provincial 
safety associations are of value as part of a 
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training program. The full value of this training will 
only be realized, however, if the program is then 
related to the needs of the individual department 
or plant, and its employees. 


A record should be maintained of each 
employee's job and safety training, including the 
date and nature of the training session or course. 
Such records should be reviewed periodically to 
ensure that the need for retraining has not been 
overlooked. 


Training and education are dealt with here as 
separate subjects, but they are closely related, 
and care must be exercised to ensure that they do 
not conflict with one another. Both are specialized 
fields of communication which can be traps for the 
unwary who believe that poor training and 
education are better than none. 


A good understanding of the factors that motivate 
people on the job is essential to the develooment 
of a good program of training and education. The 
writings of Maslow, McGregor and Hertzberg on 
this subject are commended to the reader's 
attention. 


Safety and health education is a continuing and 
never-ending process. Many skills in life are 
learned in the hard school of experience. This is 
acceptable also in safety, as long as the lessons 
are not learned by accident. 


Occupational safety and health training normally 
consists of: 


- new employee induction training; 
- reassigned employee training; 


- on-the-job safety training; 
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- regular “Five Minute Shop Talks” or “Tool Box 
Sessions” where the supervisor discusses safety 
and health problems informally with the crew; 


- safety officer conducted training for larger 
groups, dealing with specific safety program 
items dictated by analysis of safety 
inspections, accident investigations or 
statistics; 


-— training of safety personnel and supervisors; 
- training of management personnel: 


- training of safety and health committee 
members; and 


— first-aid training. 


In many enterprises safety education begins and 
ends with the posting of notices of company rules 
and a few safety posters displayed from time to 
time. This applies even in some companies which 
have a large public relations and advertising 
appropriation to present their own products to the 
public. If such a large percentage of company 
money is needed to sell a tangible, how much 
greater is the need for careful and sincere 
presentation when trying to sell an intangible such 
as safety. 


A departmental or plant safety paper or house 
magazine containing safety articles prepared with 
imagination and skill is recommended as an 
educational tool with the advantage of having 
access to the employee’s home. The importance 
of the employee’s home environment in deter- 
mining that person’s safety attitude should not be 
overlooked. 


Posting notices and displaying posters do not 
alone prevent accidents. At best they can only 


draw attention to a hazardous situation and 
remind the observer when faced with a similar 
situation. Such displays do, however, have an 
appreciable value when oriented to specific 
safety programs, such as a drive for increased 
participation in eye protection. The standard of 
display is visible evidence of the sincerity with 
which management tackles the job of accident 
prevention. 


Supervisors should be encouraged to talk 
frequently to the employees in their charge on 
some aspect of their job safety. The topics dealt 
with should be recorded in the supervisor's daily 
work report. 


An award program including such features as a 
Wise Owl Club and the celebration of the achieve- 
ment of a million person-hours without a lost time 
accident is worth consideration as part of the 
education program. 


Education is more forceful if it is evident in the 
leadership given by management in all its 
functions in the enterprise and by employees in 
their attitudes and in their daily work. The unions, 
by their influence on their members, have a vital 
role to play in this important work by promoting the 
concept that the safe way is the best way. The 
relationship between safety and efficiency has 
already been noted. An efficient company will 


probably be a prosperous company. Such a 
company benefits not only the employer and 
employees but the community as well. 


Safety education to be successful must be an 
integral part of a general program of education 
that serves as a system of communication between 
the employer and the employees. If the other 
aspects of communication are neglected, the 
benefit of safety education will not be fully realized. 
Employees should be informed in advance not 
only of those plans and changes that have a 
bearing on the safety program but also of those 
that in any way affect their employment. Adoption 
of such a policy of frankness by the employer will 
do much to develop a climate of mutual 
confidence and trust in which safety can flourish. 


The safety and health committee is a good 
medium for advancing the cause of safety educa- 
tion and communication in general. Members who 
are trained “in committee’ can pass on this 
training informally within their working groups. This 
training is particularly effective as it is generally 
very timely; that is, the committee person who sees 
something being done unsafely will seize that 
moment to demonstrate the safe way the work 
should be done. He or she becomes well known 
as a dedicated safety person, and this opens up 
another communicatioin link between workers and 
the committee. 
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ATLANTIC REGION 


Labour Canada, 
Professional Arts Bldg., 

400 Arden Street, 

P.O. Box 2967, Station A, 
MONCTON, New Brunswick 
EG STS 


ST. LAWRENCE REGION 


Labour Canada, 
Complexe Guy-Favreau, 
200 West Dorchester Blvd., 
Suite 104, 

MONTREAL, Québec 

H2Z 1X4 


GREAT LAKES REGION 


Labour Canada, 

Government of Canada Building 
Mezzanine Floor, Suite 200, 

4900 Yonge Street, 

WILLOWDALE, Ontario 

M2N 6C3 


CENTRAL REGION 


Labour Canada, 

Canadian Grain Commission Building, 
Room 400, 

303 Main Street, 

WINNIPEG, Manitoba 

R3C 3G7 


MOUNTAIN REGION 


Labour Canada, 

7th Floor, 

750 Cambie Street, 
VANCOUVER, British Columbia 
V6B 2P2 
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